
LOOP Quick Reference Guide
How to Create a LOOP Account

Step by Step



Step 1 - Download the LOOP app from your 
phone’s app store. Once the landing page 
appears, choose either Sign Up or Log In.

Step 2 – Have your personal email 
address and mobile number ready, 

then select Continue.
Step 3 – Review the Allocate 
LOOP Terms & Conditions.
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Step 4 – Fill in your Email Address, Password, First 
Name, and Last Name. Tap on the Terms of Service 
& Privacy Policy to read them, then tick the box to 
agree. The Sign Up button will remain greyed out 

until you have given your agreement.

Step 5 – After you accept the terms, 
choose Sign Up.

Step 6 – Look for a verification 
email and click the link inside to 
verify your account. If you don’t 

see it, click the I did not receive the 
email link at the bottom of the 

page.
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Step 7 – If you’ve completed all instructions 
but still haven’t received the email, try Resend 
Email. If you do get the email, select Go Back.

Step 8 – If your verification link has 
expired, you’ll see the following 

message. Click Resend Email to get a 
new link.

Step 9 – After your email is verified, 
click Connect to your Organisation.
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Step 10 – Enter your organisation's name in the 
search field and select it from the list.

Step 11 – Input the Username and 
Password provided by your organisation 

to link your account. Click either Connect 
or Cancel.

Step 12 – Once connected to your 
Organisation, select Next to 

proceed.
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Step 13 – After successfully connecting to your Organisation, you may 
choose to add a phone number during your next login to LOOP for an 

additional sign-in method. Please enter your phone number and select 
Continue or choose Skip This Step if you wish to proceed without adding 

a number.

Note – If you have entered your phone number 
correctly, a notification containing a verification 
code will be sent to you. Enter the received code 
and click Confirm. If you do not receive the code, 

you may request it again by selecting Resend 
Code.
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